How to Process a P1 in
MAGIC
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These instructions are developed to provide you step-by-step instructions on how to create P1 requests.

Select the desired option from the contents below for the instructions.
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Create P1 Contract from Awarded RFX Response (State Agencies Only)

This process will used if a State agency has created a competitive bid within MAGIC. After all bid responses have been
received electronically and/or the Buyer has entered all Surrogate bids (if accepted, per the specifications), a P1 contract
will be created from the awarded bid response that will route to the Office of Purchasing, Travel, and Fleet Management
(OPTFM) for approval.

1. Using your User-ID and Password Log into MAGIC:
https://portal.magic.ms.gov

Having password problems? Please
i dlick on this link for help...
t
5 .
7 Mssssppis AcouatzoySysem i Govenmest frwation and Colaoralion

¥
—
N User ™ |

Password *

Log O
MAGIC is the Mississippi Accountability System

for Government Information and Collaboration
initiative.

If you need access or additional information,
please go to the httpy/ms.govimagic website.

2. Select Procurement icon from the home page options.

!‘] ;,", H I l_,\ Mississippl Accountability System for Govd

Heong wiew Hep

Home Procareme it Ge e @l Applications i witly Mavagement
ovaryla Un e rzal ikl t Kk vty Mavagemet

Home = Ouemnkew

3. Select Procurement Work Center

E M E E

Home Frocurement General Applications |dentity Management

Procurement Work Center I Reports  SUS Administration
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4. Select the icon next to Strategic Sourcing

Strategic Sourcing

Create Documents
RFx
Bid Tabulation Report

Contract Management
Create Documents

Contract

Contract Download Report

Workflow

Workflow is a tool to help automate complex business processes whers
Universal Worklist
The Universal Worklist is a tool that allows you to manage tasks from r
alerts and handle notifications.

Utilities
All utility functions can be found here for Procurement.

Advanced Search
Search for existing shopping carts and other documents

Wiew Asset Validation Table
Display all the current assetwvalidations available.

Enter the RFX number into the “Number” field and click “Apply”. Click on the applicable RFX number to open
and display.

5.

RFxs - All

[ Hide Quick Criteria Maintenance

Product Category:
Processed Since:

Submission Deadline

L =

Location: < To 4
My RFc [l
[Name of RFx

<> 13160000110

Purchase Group:

Purchasing Organization:

Item Product:
Status:
RFx Type:

Supplier:

)
010000001 3]
| Bl

View: |[Standard View]

[+] | [ Create RFx |[ Copy | | [Display | Edit || Delele | | [ Publish |[ Responses and

E. RFxNumber

6. Click Respon

RFx Name
1130-15-R-IFBD-00017

Location Type Status

IFBD  Published

Itern Number

ses and Awards

Display RFx : 3160000110

RFx Number 3160000110
Version Humber 2

Smart Number 1130-15-RIFB0-00017 Type Imitation for Bid Status Published

Version Type Active Version External Version Number 1

Close Refresh Copy _ [ [Respanses and Awaifls | [ Comvert to Auction | [ Export | [ Print Preview | | Guestions and Answers (0) ]

| RFxPasameters | Questions

Bidders

Motes and Atachments < Conditions - Weights and Scores -~ Approval | Tracking

| Wotas ond Attachmonts | Conditions | Tablo Extension | Paymort | Synopsis | Lser Speciied Siatia

ems

Created On 10/13/2014 12.55:19

RFx Category  Purchz

State o

Created By Robert Fulcher Time Zone CST Humber of Suppliers 4

Humber of liems 3

Related Links ,

Identification
Smar Number

RFx Number
RFx Type:

Product Category-

Publication Typs:

Organization

Purchasing Organization
Putchasing Group:

Dates

Start Date:

Surmogate Bid Entry Deadiine: *

Opening Dats: *

Event Parameters.
1130-15-R-FBD-00017 Cumency-

[7] Smart Number is Extemnal Target Value

3160000110 Detailed Prica Information
Imitation for Bid Follow-On Document

Bidder Can Change RFx Responses:
Era Allow Multiple RFx Responses for Each Company:

Display Weighting to Bidders:

State of Mississippi - Purchasing
Document Builder Doc Type:

TR Show Members
e S 2T _l . Confidential Document:

Biddr Submission Deadiine Date: *
10132014 [01:08:00 pm Bidder Submission Deadiine Time: *
10232014 [12.00.00 am
10132014 [01:20.00 pm
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7. Select and open the response that will be awarded.

Responses and Awards

9 Days 10:32:20 Smart Number 1130-15-R4FBD-00017 Type Invitation for Bid Status Published Number of Suppliers 4 RFx Number 3

Close Print Preview | | [Refresh| | [Create Follow-an RFx | [ Export | [ Questions & Answers ( 0 ) | [ Synopsis

Response Activity |, Response Comparison | Surogate Bidding

Respansa Status Company Name Bidder Name Intert  Response Version Last Changed Respanse on Behall
Submitted MS SCHOOL PUBLIC RELATIONS ASN MS SCHOOL PUBLIC RELATIONS ASH MS SCHOOL PUBLIC RELATIONS ASN > 10/13/2014 Actwated
Submitted ARCADIA PUBUSHING ARCADIA PUBLISHING ARCADIA PUBLISHING Q 10132014 Activated

INTELLITRACK INC INTELLITRACK INC INTELLITRACK INC > Activated
Submitted CRAIGENS GARAGE CRAIGENS GARAGE CRAIGENS GARAGE 9 1V132014 Activated
8. Click within the checkbox for the items that will be awarded;
Edit Document: 6000000070
RFx Response Number 6000000070 RFx Name 1130-15-R-FBD-00017 Status Submitted Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

Read Only

Rix Information ltems | Notes and Attachments Conditions Approval Tracking

W ltem Overview

[ Details [ Add New . ][ Accept All | | [ Copy |[ Paste |[ Delete | |L[ Calculate Value | |
Line Number  Internal ltem Number  Description Acceptf] ftem Type Product ID Product Category ~ Product Category Description ~ Required Quantity Submitted Quantity Unit Price Currency Price Per Total Value
- @B 1 School Agendas | [ I Material SchoolEquipAgendasP! 500 500 EA  16.00 USD 1 8.000.00
- @B 2 School Blackboardg] [  f[Material SchoolEquipBlackboar 750 750 EA 2500 USD 1 18.750.00
- @e 3 School Books v fwaterial SchoolEquipBooksClas 1,000 1000 EA  50.00 USD 1 50,000.00

9. Click the “Accept” button

Note: Please navigate to the Approval tab. Agency approvals may be required.

Edit Document: 6000000070

RFx Response Number 6000000070 RFx Name 1130-15-R-IFBD-00017 Status Submitted

Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

Intent to Award

Rix Information ltems | Notes and Attachments Conditions Approval Tracking

W ltem Oveniew

[ Details [ Add New . ][ Accept All | | [ Copy |[ Paste |[ Delete | || [ Calculate Value | |
Line Number  Internal ltem Number  Description Accept ftemType Product ID Product Category ~ Product Category Description ~ Required Quantity Submitted Quantity Unit Price Currency Price Per Total Value
- @B 1 School Agendas [ Material SchoolEquipAgendasP! 500 500 EA  16.00 USD 1 8.000.00
- @B 2 School Blackboards [ Material SchoolEquipBlackboar 750 750 EA 2500 USD 1 18.750.00
- @e 3 School Books [V Material SchoolEquipBooksClas 1,000 1000 EA  50.00 USD 1 50,000.00

10. After all agency approvals have been applied, the status will reflect a status of “Accepted”.
a. Once accepted, click “Create Contract.”

Display RFx Response 6000000070

RFx Response Number 6000000070 RFx Name 1130-15-R-IFBD-00017

Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

Print Preview | | [Refresh | | [Intent to Award

Create Contract | Publish To Catalog | [ Undo Accept | [ Synopsis

Réx Information  ltems ] Notes and Attachments Conditions Approval Tracking

W ltem Overview

| Details |[ Add New + | | [ Copy |[ Paste | Delete | || [ Calculate Value | |
Line Number Internal ltem Number Description Accept Item Type Product ID Product Category  Product Category Description  Required Quantity  Submitted Quantity Unit  Price  Currency Price Per  Total Value
- E&E 1 School Agendas v Material SchoolEquipAgendasPl 500 500 EA 1600 USD 1 800000
- @E 2 School Blackboards  [v] Material SchoolEquipBlackboar 750 750 EA | 2500 USD 1 18.750.00
- @E} 3 School Books (v Material SchoolEquipBooksClas 1,000 1.000 EA 50.00 USD 1 50,000.00
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11. Select contract type “CNTR” unless the contract is a Sole-Source. If a Sole-Source, select contract type SOLC,
and then click “Create Contract”.

Display RFx Response 6000000188
RFx Response Number 6000000182 RFx Name 1130-15-R-IFED-00071 Status Accepted Supplier Name SOUTHERN EYE CARE PC Targi

Close Print Preview Refresh ntent fo Award | | Exg

Create Contract

Select from the following transaction types:

Rix Information tems Notes and Attachments
Description Transaction Type Pariner Grouping Schema n
General Dat Conditions Motes and Attachments Questic
nera a Col ons otes m les BRICKS — Lease BRLE -
w Basic Data Purchasing (General) CNTR -
Bidder Contact Information Emergency Contract  EMEC h nse Infor
Supplier Name: SOUTHERN EYE CARE PC Cnir/Oversight Appr S0OLC - |

Contact Person Name: SOUTHERN EYE CARE PC SOUTHERN EYH

O
E-Mail:

Fax Create Contract || Cancel

Phone: 912-375-2516

12. The following message will appear, “Contract 88XXXXXX was not created completely”. After the message
displays, select the “Close” button.

Note: Use the scroll bar to the far right and navigate to the last message.

Display RFx Response 6000000070
RFx Response Number 6000000070 RFx Name 1130-15-RIFBD-00017 Status Accepted Supplier Name MS SCHOOL PUBLIC RELATIONS ASN Target Value 0.00 USD RFx Number 3160000110

1D Please attach the necessary justification or contract that needs ta be posted to transparency under the Notes and Attachment tab
I Please attach an appropriate internal justification for this cantract

D Please enter Material/Senice type in additional Information

1) Enter Short Contract Description text under Notes and Attachment

Contract 8800002750 was not created completely — Display Help

Print Preview | | [Refresh | | [Intent to Award | [ Export | [ Create Contract | [ Publish To Catalog | [ Undo Accept | [ Synopsis

Rfx Information ltems | Notes and Attachments Conditions Approval Tracking

¥ ltem Overview

[ Details || Add New | | [ Copy |[ Paste |[ Delete | | [ Calculate Value | |
Line Number  Interal ltem Number  Description Accept ltem Type Product ID Product Category ~ Product Category Description  Required Quantity ~Submilted Quantity Unit Price Cumency Price Per  Total Value
- @m 1 School Agendas v Material 3502 SchoolEquipAgendasP! 500 500 EA  16.00 USD 1 800000
- @B 2 School Blackboards [  Material SchoolEquipBlackboar 750 750 EA 2500 USD 1 1875000
- @e 3 Schaol Books [V Material SchoolEquipBooksClas 1,000 1,000 EA 5000 USD 1 50,000.00

13. Navigate to the RFX and select the “Tracking” tab to find the contract that was created. Click on the Contract
Number to display the contract.

Display RFx : 3160000110

RFx Number 3160000110 Smart Number 1130-15-R-IFBD-00017 Type Invitation for Bid Status Published Created On 10/13/2014 12:55:19 Created By Robert Fulcher Time Zone CST

Number of Suppliers 1 Number of ltems 3
Version Number 2 Version Type Active Version External Version Number 1
[Responses and Awards | [ Create Follow-on RFx | [ Convert to Auction | [ Export | [ Print Preview | [ Questions and Answers (0) |
RFx Information Bidders. Items. Notes and Attachments Conditions Weights and Scores Approval . Tracking ;
w History
View: |United States Dollar ||
Document. Name Document Number Back-End Document Number Status Date
RFx 1130-15-R-IFBD-00017 3160000110 Published 101312014
RFx Response 1130-15-R-IFBD-00017 6000000070 Accepted 101132014
RFx Response 1130-15-R-IFBD-00017 6000000071 Submitted 101312014
RFx Response: 1130-15-RIFBD-00017 5000000072 Submitted 10/13/2014.
— — T |
I Central Contract 1130-15-C-SOLC-00017 8800002750 Saved 10/13/2014
—
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14. Click the “Edit “button to begin entering data into the contract.

Display Cntr/Oversight Appr 8800002750

Contract Number 8800002750 Smart Number 1130-15-C-S0LC-00017 Contract Type Cntr/Oversight Appr Status Saved Supplier 3100012252 MS SCHOOL PUBLIC RELATIONS ASH ‘Contract Owner 10215 Robert Fulcher

Release lEmt lCnpy [ Check | [Refresh | [ Negotiate | [ Send E-Mail | [ Print Preview | [ Export |
ol

y
' Overview Header ltems Notes and Attachments Conditions Autherization Approval Tracking

General Header Data

Contract Number- 8800002750 Contract Name: 1130-15-C-80LC-00017
Contract Owner: 10215 Robert Fulcher
Supplier: * 3100012252 | MS SCHOOL PUBLIC RELATIONS ASN
Target Value/ Currency: 0.00|[USD
Valid From / To: = 101132014 |- [12/31/9999
Relsase Valus: 000/ UsD
Purchasing Organization: = | State of Mississippi - Purchasing
Basic Contract: O
Purchasing Group: * 1130 OVSIGHT OPTFM Show Members
¥ ltems
[ Details |[ Select . |[ Add Item . | Exercise Option || Copy || Paste || Duplicate || Delste || Assign Distribution | |
Line Numbsr  Item Category Option Type  Item Number Product ID  Description Product Category ~Targst Quantity ~Option Status  Unit  Target Value Prics Cumency Price Per Price Unit  Reference ftem Number
1 Normal 1 School Agendas 2 500 EA 8,000.00 16.00 USD 1 Ea 0
2 Normal 2 School Blackboards 73 750 EA 18,750.00 25.00 USD 1) Ea 0
3 Normal 3 School Books 78621 1,000 EA 50,000.00 50.00 USD 1| EA 0

(1) Setthe Valid From / To contract effective dates by clicking the calendar icon

open and display the calendar to select the desired dates.

Overview Header | ltems | Notes and Attachments ¢ Conditions

General Header Data

Contract Number: 8800002750

Supplier- * 3100012252 MS SCHOOL PUBLIC RELATIONS ASN

valid From / To: * [10/13/2014 | m]honsmms !ﬁ!‘] I

Purchasing Organization: * State of Mississippi - Purchasing (=]}

(2) In the window displayed, click the date to be populated.

valid From / To: * [10/13/2014 | - [10/13/2015 [
« ¢ October2014 » » -
: ot
Purchasing Organization Mo Tu We Th Fr Sa Su Ic

1

40 12.12|3|4]58 I
44167 (8|9 |10[11|12[

w ltems 42 15 16 17 18 19

[Detalis | selecta [ Aca| ** 22! 222 24 25 26 gagery
44 27 28 29 30 31

line Numher item (Ca .. Br  Prodiu

Purchasing Group: *

Revised July 1, 2015
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(3) Enter the Target Value of request. Total EXPECTED spend throughout contract life cycle

Change Cntr/Oversight Appr 8800002750

Contract Number 8300002750 Smart Number 1130-15-C-50LC-00017 Contract Type CntriOversight Appr Status Saved Supplier 3100012252 WS

" Overview Header - ltems ¢ MNotes and Aftachments Conditions  © Authorization Approval Tracking

General Header Data

Contract Number 8800002750 Contract Name: [1130-15-C-80LC-00017 |
Contract Owner: 10215 Rober Fulcher
Supplier: = 3100012252 M3 SCHOOL PUBLIC RELATIONS ASH
Target Value/ Currency: 76,750 00 IUSD )
Valid From / Te: = [10113:2014  [3]- 101132015 [
Release Value 0.00/ USD
Purchasing Organization: * \Slate of Mississippi - Purchasing ||
Basic Contract [l
Purchasing Group: = [1130 OVSIGHT OPTFM [3] show Members

15. All line item data will replicate from the awarded RFx response. The fields include but not limited to:

Description
Product Category
Quantity

Unit of Measure
Target Value

~0o0Tp

Price
Overview Header | Items - Notes and Attachments - Conditions -  Authorizaton | Approval -  Tracking
General Header Data
Contract Number: 8800002750 Contract Name: 1130-15-C-SOLC-00019
Contract Owner: 10215 Robert Fulcher
Supplier: * 3100012252 | WS SCHOOL PUBLIC RELATIONS ASN
Target Value/ Currency: 76,750.00| | USD
Valid From / To: * 10/13/2014 - |10M13/2015
Release Value: 0.00| usD

Purchasing Organization: * |State of Mississippi - Purchasing
Basic Contract: O

Purchasing Group: * 1130 OVSIGHT OPTFM Show Members
w ltems
[ Details | select « || Add Item . || Exercise Option |[ Copy || Paste |[ Duplicate |[ Delete |[ Assign Distribution | |

Line Number Item Category Option Type Item Number Product D  Description Product Category Target Quantity Option Status  Unit Target Value Price 1
1 Normal 1 RPN
2 Normal 2 School Blackboards ;¢ 754 EA 18,750.00 25.00
3 Normal 3 School Books 1.00 EA 50,000.00 50.00
4 Normal 4 School. Agendas 50 EA 8.000.00 16.00
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16. If the Target Value for a given line is not known, set the Target Value on the line to the Target Value
under the General Header Data section of the Overview tab.

a. If the Quantity is unknown, then ensure that the Target Quantity is set to zero

Overview Header | Items | Notesand Attachments -  Conditions -  Authorization -~ Approval ©  Tracking

General Header Data

Confract Number: 8800002750 Contract Name: [1130-15-C-SOLC-00019 |
Contract Owner: 10213 Robert Fulcher

Supplier: * 3100012252 MS SCHOOL PUBLIC RELATIONS ASN I
Target Value/ Currency: 76,750.00 JUSD

Valid From / To: * [10r13r2014 | - [10/113/2015  [iF| | i [a)

S . Release Value: 000 UsD

Purchasing Organization: * | State of Mississipp - Purchasing =] ]
Basic Contract: O

Purchasing Group: * [1130 OVSIGHT OPTFM [E7] show Members

w ltems

| Details || Select 4 || Add ltem 4 | Exercise Option |[ Copy || Paste || Duplicate || Delete |[ Assign Distribution | |

Line Number Item Category Option Type Item Number Product ID  Description Product Category || Target Quantity JOption Status Unif§ Target Value || Price
1 Normal -1 School, Agendas 78502 EA 76,750.00 | 16.00
2 Normal - 2 School Blackboards 78515 EA 76,750.004 25.00
3 Normal - |3 School Books 78520 EA 76,750.00 § 50.00
4 Normal v 4 School, Agendas 78502 EA 76,750.00 § 16.00

Step Three: Header — Additional Information

(1) Click the Header, then Additional Information Subtab tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Tyg

e i et 7| (] [

Overview tems | Notes and Attachments ¢ Conditions ¢ A

General Header Data

Contract Number: 8800001161

Supplier: * I~ |

Valid From / To: = [04/24/2014  |E3| - [04/23/2015 B

Purchasing Organization: * |State of Mississippi - Purchasing ||j\

Purchasing Group: * | DFA OVSIGHT OPTFM |7 Show Members

—_—r—
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(2) Enter the following information on the Additional Information tab. Fields with * are required fields.

a)

b)
c)

d)

Request Type: Use the drop down and select the appropriate value.

raa
b - S AMPETITIVE RF

Regeen Type POMPETITIVE RFX Custanad |

MA -

Contact Cotegory: *
Agency ! Board Approv al
Agenzy / Bosrd Aggrove!

STATUTORY EXEMPTIONS

SOLE 30uRCE "
EMENT REQUEST (RFX "
APPROVAL REQUEST

Fed Grast Award Numbder * COMPEYITWE RFX

Agency | Boasd Aggrovel Date

Fed Ald Number * EMERGENCY
OF A APPROVED OPEN PURCHASE ORDERS B
CPOA Numser * QUOTES

Stesulus Fundes: * COMPETITIWE PURCHASING AGREEMENTS v

Contract Category: Use the drop down and select the value “OPTFM P1”.

Contract Performance Location: Use the dropdown and select the applicable county
where the item/service is to be utilized (If there is more than one, select “Multiple Locations”
or “Statewide” or “Other”).

Material/Service Type: Use the dropdown and select “Commaodity (Non-IT)”.

Reference Contract Number: Use this field to record an internal agency reference
number if needed, this field can be queried upon via advanced search in SRM

Cverview 4 Header ltems | Motes and Aftachments | Conditions | Authorization | Approval | Tracking

Basic Data ‘Condition Exchange Rate Thresholds Distribution Motes and Attachments ‘Cutput Additional Infermation Pay

w Additional Information

General Contract Attributes MaterialiService Typa: * [COMMODITIES - MONAT) ||
Reference Contract Number: P-Card: ~ Yes (s No
- PE VE RE -
Request Typs: (COMPETITIVE REX [l contact Performance Location: * [aMiTe =]
Contract Category: * |O:T:“_D- |' l Wendor Congressignal District:
Owversight Approval: * Mo Yes
Agency / Board Approval: l:lz‘ =
Document Builder Doc Type: ZC‘IT_O:'T_\I:
Agency / Board Approval Date:
Total Renewsals: l:l
Fed Grant Awsard Number: * 1224564
Renews|s Exersized: l:l
Fad Aid Mumber: * 1234564
Buy On Behalf: O
CFDA Number; * (10406 [~][a1B2cq] |
Stimulus Funded: * T Yes (s Na
Federal Funds Indicator: < Yes (O Ne
State Fund %: * 20.00
Other Amount %: *
Federal Amount: * 2.500.00
State Amount: * 45.000.00
Other Amount: * 2.500.00
Contract Total Walue: * 50.000.00

(3) Enter the following funding source information. These fields are required for Transparency
reporting.

a) Stimulus Funded: Select the appropriate value.
b) Federal Funds Indicator: Select “Yes” if federal funds are used to procure the commodity.

The system will default to “No.”
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If “NO’, the contract does not require a Federal Fund % or Federal Amount (fields will be
grayed out). Therefore, the State Fund% and Other Amount % must total to 100%. State
and Other Amount fields must equal to the Contract Total Value.

Stimulus Funded: Yes [+ No

Federal Funds Indicator: ~Yes (®No

State Fund %: = | 90.00|
|Federal Funds %: 0.00
Other Amount %: = [ 10.00/
Federal Amount: 0.00
State Amount: | 45,000.00/
Other Amount: = | 5,000.00
Contract Total Value: = | 50,000.00]

If Federal Funds Indicator is “YES.”

a) A Federal Funds % or Federal Amount must be entered.

b) Fed Grant Award Number, Fed Aid Number, and CFDA Number will also be

required.

c) Federal, State, and/or Other % or Amount must total 100% and amounts must

equal Contract Total Value.

Fed Grant Award Number. = 1234564

Fod Ald Number. = 1234564

CFDA Number. * 10567 [wj|123

Stimulus Funded. * Yes (e No

Federal Funds Indicator * Yes No

State Fund %: * 90.00 |
Federal Funds % * 500

Must Equal 100%

Other Amount %: * 500

L e S
[ regers ameont oo oo

State Amount: * 4500000
Other Amount. * 2500.00
Contract Total Value: = 50,000.00

Must add up to Contract Total
Value

Revised July 1, 2015

10



(4) Enter the option Green Attributes information.

a) Recycled Goods: Use the dropdown and select the applicable value (Recycled, No,
Partial). If “Partial” is selected, the Recycled Good Percentage must be entered.

b) Energy Efficient: Select the appropriate value.

c) Green Technology or Products: Select the appropriate value.

d) Manufactured in Mississippi: Select the appropriate value.

e) Carbon Footprint: Free-text field for you to enter the appropriate value.

Green Attributes

Recycled Goods: [ I=]

Recycled Goods Percentage:

Energy Efficiency: Yes (= Mo
Green Technology or Products: Yes (& No

Manufactured in Mississippi: ~Yes (s No

Carbon Footprint:

Step Four: Notes and Attachments

(1) Click the main Notes and Attachments tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Ty

Release Check | | Print Preview Import

Overview Header ltems Notes and Attachments Conditions A

‘General Header Data

Contract Number: 6800001161

Suppier: = -

Valid From / To: * [0ar24r2014 | - [04/232015 [

Purchasing Organization: * \Slale of Mississippi - Purchasing |\

Purchasing Group: * DFA OVSIGHT OPTFM |59 Show Members

(2) Click Add then Short Contract Description. The description is a required field and can be up to
60 characters in length. Enter a brief description of the contract.

a. The description must begin with one of the following phrases:

¢ Bid Solicitation for....

e Sole source request for...

¢ Research request for...

o Exemption from state contract for...

e Open purchase for...

e Trade-In of Equipment with Purchase

Revised July 1, 2015

11



e Suppler Text
ntemal Motg

Header Suppler Text
Rem Supplier Tex!
Internal ote

Short Contract Description
Catalog URL

(4) Internal Note and Item Supplier Text are optional fields and all notes will be displayed as seen
below.

Add a || Clear

Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie. ..

(5) Select the button to upload all required documents needed for approval.

P B Ry e e N N

[Ada o | Clear

Ii Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie...

I Add Attachment [ Edit Description Create Qualification Profile

Revised July 1, 2015
12



Add Attachment

Here you can upload an attachment. You have to assign it to e\trmmwt general data or to an item

(6) A small window will display; select the Browse... button to select a document from your computer.

File: [C:Wsersicgsa9448\Deskto] Browse_ |
Description:

Assign To: * u

Visible Internally only: [ "] Keep this attachment internal

(7) Enter a description of the document to be added.

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or

File: [Ci\Users\cg538448\Deskto| Browse... |
lﬁcrmtmnt |Bid Tabulation Form 1

Assign To: * u

Visible Internally only: [ Keep this attachment internal

el

(8) Documents must be marked internal or external and must be in compliance with MS Code 27-104-
155. NOTE, if the box is unchecked, it will be visible to the public for Transparency requirement.
a. Continue to select the Add Attachment button to upload all remaining documents such as the
Contract, Bid Specs, Justification Letter and Bid Tabulation, advertisement, etc.

Visible Internally only: | | Kgep this attachment internal

(9) Select the OK button to return the file to the Notes and Attachment display.

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: [C-\Users\cghi9448i\Deskto| Browse...
Description: [Bid Tabulation Form |

Assign To: * (General Data ||

Visible Internally only: [ Keep this attachment internal

Revised July 1, 2015
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(10) The system will display the added document to the table below

Add Attachment || Edit Description Create Qualification Profile

Step Five: Release for Approval

D Once all required information has been entered, select Release to send the contract
through approval.

(2) Approvals can be displayed by selecting the Approval tab.

Header Approval Ee ..

3 The Commodity Oversight Approvers will approve P1 requests.

A

Current Status: |Actve ] Header Approval Note:
Curent SR Contact Approval |
‘Curenty Processed By: | David Cranford, Wiliam Beard ]

Approval Process Data: Downioad as XML
Follow Up: [ Work ltem to Requester at Process End

Revised July 1, 2015
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How to Create a Manual P1 Contract Request

This process should be used by Universities or Agencies that do not create their RFx’s within the MAGIC system.

1. Using your User-ID and Password Log into MAGIC:

https://portal.magic.ms.gov

X Having passward problems? Please
§ dlick on this link for help. ..
t

sttt Sgeni e o

i ; !
R User * |
Passwaord *
Log On
MAGIC is the Mississippi Accountability System
for Government Information and Collaboration
initiative.

If you need access or additional information,
please go to the httpy/ms.qovimaaic website.

Select Procurement icon from the home page options.

L - 5
ANy =1 :'1 I [_‘; Mississippi Accountability System for Gowv

HEDn Wkw Help

Home Proc reme it Gehe @l Applkations i bty MAkagement
Ovarula Uy e rzal ikorklis t i wifly Mavageme vt

Home = Ouemukw

3. Select Procurement Work Center

History  Wiew Help

Hame Procurement General Applications |dentity Management

Procurement Work Center I Reports SLIS Administration

4, Select Contract under Contract Management
[~ Workload Redistribution i
Sdh
ﬁ Strategic Sourcing
Create Documents

'—T Contract Management
=

Create Documents

Contract
Workflow
- Workflow is & tool to help automate comples business processes where more than one user is
= invalved.

Universal Warklist

Thi Univarsal Worklist is 8 tool that allows you 1o manage tasks Tfom multiple sources. You can
fmanage your tasks, recelve alerts and handle notifcations.
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Step One: Contract Type

Select contract type “CNTR” unless the contract is a Sole-Source
then click “Create Contract

Select Contract Type

Select the type of contract you want to create

. If a Sole-Source, select contract type SOLC, and

Contract Type Contract Type Description Partner Grouping Schema
BRLE BRICKS — Lease -
— —
I ¢ onR Furchasing {General) I-
TeeY
soLC Cntr/Oversight Appr -

Step Two: Overview

Supplier Information

Before starting to create the P1 Request, check to see if the supplier has been set up in MAGIC.

Use the search icon with the Supplier field and search for the supplier to be certain it is there. If the
supplier is still not found, it is possible that the vendor is not registered yet within MAGIC.

The supplier should be contacted and asked to complete the online supplier registration process or the

Buyer can register on behalf of the supplier.

https://sus.magic.ms.gov/sap/bc/webdynpro/sapsrm/wda e suco sreg?sap-client=100#

Create Cntr/Oversight Appr 8800001161

Help

Controct Number SIOODIH1E1  Smort Number 13014C.SOLCONS2  Contct Type Cobiversighd Appr Staus n Process
G S |6 Gk [P Prowen | Expon | impor ) [ Park
Overview | Headsr ~ Mems | Hotesand Atachments ~ Condtions | Awhoizaten | Agpnal | Tracking
bt OO I Covmthme. (TG SECE
Conact Owees: 10453 Fobe Fuher
Togot Valu Caroncy w6000
Vet Fom 7o wouou [z
Relssee Vaoe v/ uso
Puchsing Oreization: * [Sat o Vissisipi - Purchasing a
- Basi Contract
Purchasing Grou: = DFA OVSIGHT OPTFM ) St Msmbre
- rams il

[ A vem | [Paste

Line Mumber e Category  Opion Type

Narmal 0000 000 .00 USD [

temHumos Product© Product Category Descripion Taget Qusmity Option Status Unt Price TagetValue Cumency Prce Per PrceUni  Redrence hem Number

Fiter Setings
Distribution  Black Locs! Sawcing £
0000000000

Revised July 1, 2015
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1. Search for a Supplier by clicking the search icon in the Supplier field

Create Cntr/Oversight Appr 8800001161

Contract Number 8300001161 Smart Number 1130-14-C-S0LC-00052 Contract Ty

© Overview t Header " ltems } Notes and Attachments r Conditions " A

General Header Data

Contract Number: 8800001161
fsuosi - —
Valid From / To: * |04i242014  |E3)- (04232015 |
Purct o] n: * [State of M ppi - Purchasing =]}
Purchasing Group: * |DFA OVSIGHT OPTFM |7 Show Members

2. A Supplier search window will open; enter the vendor’s name in Last Name, First Name, or both and
click EaErE=]

Supplier: All Values

— Hide Filter Critena

Business partner- < | ] =
Search term 1 < | B

| | =
Name 1dast name: ==l [DREAM INC | 2>
e B
E-Mall Address. =1 ] &>
Duns < | | =
Creditor: < | ] =
Logical System: < [ 7] B
Industry sector: < | [ ]| -
PCard co.: < | =
Purch Organization B [STATE OF MISSISSIPRI - PURCHASING | &
Purch. ©rg. 1D &=| [© 10000000 =
Country Key < | | =
Region < | ] =
Postal Code: > | =
City < | | =
Street < | ] 2>

| =

|~ Restrict Number of Value List Entries To | 500

Start Search |'1esel |

Building Code <

3. The search results will appear. Click the cell to highlight the supplier and click [=x].

Lz Vae 2
3100000016 DREAM HC us ws 3008 JACKSON 310 ARPOJ

|
!Elm:m

More Search Helps: SUpplier v

[

4. The system will populate the supplier in the field on the Overview tab.

overview I Header ' ltems ' Motes and Attachments ' Conditions |

General Header Data

Contract Number: 8800001180

Supplier: * B100000016 DREAM INC

Valid From / To. * [04/30/2014 [0 - |04/20/2015

Purchasing Organization: * [State of Mississippi - Purchasing [l

Purchasing Group: * |[DFA OVSIGHT OPTFM || show Members
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5. Setthe Valid From / To contract effective dates by clicking the calendar icon @ to
open and display the calendar to select the desired dates.

QOverview | Header | Iltems | Motes and Attachments ' Conditions '

General Header Data

Confract Number: 8800001180

Supplier: * E100000016 - DREAM INC

Valid From / To: * [04/30/2014 ]\04;29;2015 | =]} I

Purchasing Organization: * [State of Mississippi - Purchasing [m]]

Purchasing Group: * [DFA OVSIGHT OPTFM 7] show Members

6. Inthe window displayed, click the date to be populated.

Valkd From/ To: * 04/30/2014 lm - 04/29/2015 [U
“ « Aprit 2014 » »
.
Purchasing Organization Mo Tu We Th fr Sa su )
Purchasing Group: * » 1jzj3j4aj5)|6} 0
15 7 8 9 10 11 12 13
w llens 116 14 15 16 17 18 19 ZOI
1 25 26 .
(Acq V7 21 22,23 24 25 26 27 So e
13 28 29 b=
Line Number EemCa o Br Product |
7. Enter the Target Value of request.
A Overview | Header | ftems } Notes and Attachments } Conditions Authorization Approval } Tracking |
General Header Data
Contract Number: 8800001218 Contract Name: ‘ 1130-14-C-SOLC-00315
o 13189
S DREAMING Coniract Owner: = Mary May
- 50,000.00 |USD
valid From/ To: * (0473072014 | - [04729/2015 || [rerget vawer Currency: | _-I
Release Value: 0.00 UsD
P o) * [State of Mississippi - Purchasing =]
Basic Contract: 0O
Purchasing Group: * [DFA GEN PURCH |E7] show Members
8. Click the Items Tab.
overview I Header IJ ltems | Motes and Attachments Conditions
General Header Data
Contract Number: 5800001180
Supplier: * B100000016 DREAM INC
Valid From / To: * [0arz0r201a4 || - [04/29/2015 [

e Item Category — Should always equal “Normal”
e Product ID (optional) — Should be entered if there is a specific product (11 Digit NIGP code)

9. Search for the item Product Category by clicking the search icon

w ltems

| Details || Select . |[ Add Item 4 |[ Exercise Option |[ Copy || Paste || Duplicate || Delete || Assign Distribution | |

Line Number [tem Category Option Type Item Number ProductID Product Category Description  Tart
Normal - |

Revised July 1, 2015
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10. A window will open. Enter a Description with asterisks (e.g. *automobile* to define the
search) and click Start Search

Search Product Category E H

Display As: [Hierarchy [+]

Mote: Placeholder search with * is possible. Search ignores upper/lowercase spelling.
Product Category 1D | |
Description: l *automobile*| I

Logical System: [ =]

|| Restrict Number of Value List Entries

[ Start Search || Reset

11. The search results will appear. Highlight the product to be added to the line item and click OK.

|| Display As: [Hierarchy [=]

Mote: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category 1D [ |

Description: [*autamobile® |
Logical System: [ =]
[~] Restrict Mumber of Value List Entries 500

| start search || Reset |
Itemn Detail 0 Unsaved data will be lost

Expand All Collapse All

Description Category 1D Logical System =1
~  Material Group Logical System for REA ... RIMATCLASS. ..
=  Automobiles 07006 REACLMNTI00 I
=g o | m Lo le )
- AutoSchil-All Terran o7F102 REACLMNTI00
AutoSchl-Ambulances o7103 REACLMNTI00
=  AutoSchil-Station Wag o7 104 REACLMNT100
=  AutoSchl-Polic & Sec o7 105 REACLMNT100
- AutoSchl-Bus Chas o7114 REACLMNT100
- AutoSchl-Buse Complt o7115 REACLMNTI100
- AutoSchi-Small Veh o716 REACLMNTIO0O
- AutoSchi-Prisoner Tr o717 REACLMNTI00
- AutoSchil-Electric Pe o7120 REACLMNTI100
- AutoSchi-Motorscootr 07153 REACLMNTI00
- AutoSchli-Motor Homes 071585 REACLMNTI00 n
12. The system will add the selected product category to the line item.

w tems

[ Details || Select || Add tem 4 || Exercise Option || Copy || Paste || Duplicate || Delete || Assign g

Line Number Item Category Option Type  Item Number ProductID | Product Category

Normal v

13. Enter a brief Description of the item(s) being requested for purchase and the quantity.

] Paste || Duplicate || Delete || Assign Distribution | |

nber Product Iy Description | Preduct Category arget Quantity | Option Status  Unit  Target Value Price Cu
Fleet Vehicles 07006 2 EA 50,000.00 25,000.00 USC

Revised July 1, 2015
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14. If the quantity is known, enter the Target Quantity and the Unit of measure.

]| Paste || Duplicate || Delete || Assign Distribution | |

nber ProductID Description Product Category§ Target Quantity § Option Status § Unit | Target Value Price Cul
Fleet Vehicles 07006 2 EA 50.000.00 25,000.00 USC

If the quantity is unknown, then ensure that the Target Quantity is set to zero.

15. Enter the Price of the items being purchased. This is a required field.

]| Paste || Duplicale || Delete || Assign Distribution | |

nber ProductID Description  Product Category Target Quantity Option Status  Unit  Target Value Price | Cul
Fleet \Vehicles 07006 2 EA 50,000.008 25,000.00USC
16. The Target Value of each line on the P1 needs to be completed. If the Target Value for a

given line is not known, set the Target Value on the line to the Target Value under the
General Header Data section of the Overview tab.

Overview |r Hesder ¢ Items | Notes and ¥ Conditi v rizati ¢ Approwal [ Tracking

General Header Data

Contract Number: EEOO00ZTAD Contract Name: [1130-15-C-50LC-00018 |
Contract Owner: 10215 Robert Fulcher
Supplier: * SHAMROCK MEATS INC
Target Value/ Currency': £0.000.00
Valid From / To: ¥ [oerizzoia i) - [oaiezois ) -
Relezse Value: I 0.00[ USD
Purchasing izstion: T [State of Mississippi - Purchasing [}
Basic Contract: [
Purchasing Group: * [1120 OVSIGHT OPTFM & Show Members
- ltems
Detsils || Select « |[ Add Item a || Exerciz= Optien |[ Copy || Paste || Duplicate || Delete || Assign Ds n*
Line Mumber Item Category Option Type  Item Mumber Product ID  Desoription  Product Gategoryll Target Quantity
1 Normal -1 Bread 3TEIE o £0.000.00
z Normal -2 il 24545 o £0,000.00
3 Normal -3 Butter 38010 o £0.000.00
4 Normal -4 Eges 35021 o 50.000.00 |0

Step Three: Header — Additional Information

(1) Click the Header, then Additional Information Subtab tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Ty

Overview } Header ltems - Notes and Attachments Conditions A

General Header

Contract Number: 8800001161

Supplier: * I = |

Valid From / To: = (042472014 3| -[04r23r2015 [

Purchasing Organization: * |State of M ppi - Purchasing ]}

Purchasing Group: * DFA OVSIGHT OPTFM |EF] Show Members

Revised July 1, 2015
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(2) Enter the following information on the Additional Information tab. Fields with * are required fields.

f)

)
)

Request Type: Use the drop down and select the appropriate value.

ey
Regeest Typa: * [EOMPET TIVE RFX 21 coantea |
Contract Cotegory: * WA =3

STATUTORY EXEMPTIONS 1
Agency ! Board Approv al STATUTORY EXE ORS

SOLE SOURCE "
Agerzy / Bosnd Aggrovel

PROCUREMENT REQUEST (RFX n
Agency / Boasd Aggrove! Date APPROVAL REQUEST

"

Fed Grast Award Numbder * COMPEYITWE RFX

CAUERA -~ ¢
Fed Ald Number * EMERGENCY

OF A APPROVED OPEN PURCHASE ORDERS 2
CFOA Numter * QUOTES

Stenslus Fundes: * COMPETITIVE PURCHASING AGREEMENT S =

Contract Category: Use the drop down and select the value “OPTFM P1”.

Contract Performance Location: Use the dropdown and select the applicable county
where the item/service is to be utilized (If there is more than one, select “Multiple Locations”
or “Statewide” or “Other”).

Material/Service Type: Use the dropdown and select “Commaodity (NON-IT)

Reference Contract Number: Use this field to record an internal agency reference
number if needed, this field can be queried upon via advanced search in SRM

Cverview 4 Header ltems | Motes and Aftachments | Conditions | Authorization | Approval | Tracking

Basic Data ‘Condition Exchange Rate Thresholds Distribution Motes and Attachments ‘Cutput Additional Infermation Pay

w Additional Information

General Contract Attribute s Material/Serice Type: * [COMMODITIES - MONAT) ]
Reference Contract Number: P-Card: ~ Yes (s No
o -
Redl=gne |COMPETITNE AEX Contract Performance Location: * |AMITE |' | I
.k -
ExiEs EHETR |OPTFM_PI | l Wendor Congressignal District:
Owversight Approval: * Mo Yes
Agency / Board Approval: l:lz‘
Document Builder Doc Typa: ZCONT_OPT_NEG |
Agency / Board Approval Date:
Total Renewsals: l:l
Fed Grant Awsard Number: * 1224564
Renews|s Exersized: l:l
Fad Aid Mumber: * 1234564
Buy On Behalf: O
CFDA Number; * (10406 [~][a1B2cq] |
Stimulus Funded: * T Yes (s Na
Federal Funds Indicator: < Yes (O Ne
State Fund %: * 20.00
Cther Amount %: *
Federal Amount: * 2.500.00
State Amount: * 45.000.00
Other Amount: * 2.500.00
Contract Total Walue: * 50.000.00

Revised July 1, 2015
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(3) Enter the following funding source information. These fields are required for Transparency
reporting.

b) Stimulus Funded: Select the appropriate value.
c) Federal Funds Indicator: Select “Yes” if federal funds are used to procure the commaodity.
The system will default to “No.”

If “NO’, the contract does not require a Federal Fund % or Federal Amount (fields will be
grayed out). Therefore, the State Fund% and Other Amount % must total to 100%. State
and Other Amount fields must equal to the Contract Total Value.

Stimulus Funded: Yes (e No

Federal Funds Indicator: ~Yes (s No

State Fund %: = [ 90.00|
|Federal Funds %: 0.00
Other Amount %: = ' 10.00
Federal Amount: 0.00
State Amount: = 45,000.00/
Other Amount = ' 5,000.00]
Contract Total Value: = 50,000.00]

If Federal Funds Indicator is “YES.”

d) A Federal Funds % or Federal Amount must be entered.

e) Fed Grant Award Number, Fed Aid Number, and CFDA Number will also be
required.

f) Federal, State, and/or Other % or Amount must total 100% and amounts must
equal Contract Total Value.

Fed Grant Award Number. * 1234564

Fod Ald Number, * 1234564

CFDA Number. * 10367 [w]|123

Stimulus Funded. * Yes (e No

Federal Funds Indicator * Yes No

State Fund %; * 90.00 |

Federal Funds % * 500 Must Equal 100%
Other Amount %: * 500

e e |

s Ommosnt. 5 0000 Must add up to Contract Total
N - 250000

Other Amount Value

Contract Total Value: * 50.000.00

(4) Enter the option Green Attributes information.

a) Recycled Goods: Use the dropdown and select the applicable value (Recycled, No,
Partial). If “Partial” is selected, the Recycled Good Percentage must be entered.
b) Energy Efficient: Select the appropriate value.

Revised July 1, 2015
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c) Green Technology or Products: Select the appropriate value.
d) Manufactured in Mississippi: Select the appropriate value.
e) Carbon Footprint: Free-text field for you to enter the appropriate value.

Green Attributes

Recycled Goods: |:E|

Recycled Goods Percentage:
Energy Efficiency: " Yes (e No
Green Technology of Products;  Yes @ No

Manufactured in Mississippi: ~Yes (s No

Carbon Footprint:

Step Four: Notes and Attachments

(1) Click the main Notes and Attachments tab.

Create Cntr/Oversight Appr 8800001161

Contract Number 8800001161 Smart Number 1130-14-C-SOLC-00052 Contract Tyj

Release Check || Print Preview Import

Overview Header ltems Notes and Attachments Conditions A
‘General Header Data

Contract Number: 8300001161

Supplier. * [~ |

Valid From / To: * [04r24r2014 || - (0472372015 @

Purchasing Organization: * | State of Mississippi - Purchasing ]}

Purchasing Group: * DFA OVSIGHT OPTFM [3] Show Members

(2) Click Add then Short Contract Description. The description is a required field and can be up to
60 characters in length. Enter a brief description of the contract.

a. The description must begin with one of the following phrases:

¢ Bid Solicitation for....

e Sole source request for...

e Research request for...

o Exemption from state contract for...

e Open purchase for...

e Trade-In of Equipment with Purchase

Overview | Header | flems Notes and Attachments ~  Condiions | Authorizatn | Approval | Trackng

¥ Moles

UDDHEI Tedt Text Preview

Rem Supplier Tex

intemnal Note

Short Conlract Description
y Calaiog LRL
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(3) Click Add then Header Supplier Text. Enter a detailed description of the items requested.

| Add 4| Clear
Header Suppler Text
tem Supplier Texl
Internal bote
Short Contract Descripbion
¥ Catalog URL

Tex Préview

(4) Internal Note and Item Supplier Text are optional fields and all notes will be displayed as seen
below.

Overview r Header r ftems _ Conditions r Authorization r Approval

Assigned To category Text Preview

Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie. ..

(5) Select the button to upload all required documents needed for approval.

Overview i/ Header r ftems _ Conditions r Authorization r Approval i/ Tracking |

Fiter Settngs
Assigned To Category Tex Preview
Document Header Header Supplier Text Exemption from state contract for 2 new fleet automoblie. ..

| Add Attachment || Edit Description || Versioning - || Delete || Create Qualification Profile |

Filler Settings

(6) A small window will display; select the Browse... button to select a document from your computer.

Add Attachment

Here you can upload an attachment. You have to assign it to eithe; general data or to an item
File- [CWUsers\cg539448 Desktd | Browse . |
Description: Bid Tabulation Form
AssanTa: * (General Data_ ||
Visible Internally only: || Keep this attachment internal
P

Revised July 1, 2015
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(7) Enter a description of the document to be added.

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or

File: [Ci\Users\cg538448\Deskto| Browse... |
lﬁcrmtmnt |Bid Tabulation Form 1

Assign To: * u

Visible Internally only: [ Keep this attachment internal

(8) Documents must be marked internal or external and must be in compliance with MS Code 27-104-
155. NOTE, if the box is unchecked, it will be visible to the public for Transparency requirement.
a. Continue to select the Add Attachment button to upload all remaining documents such as the
Contract, Bid Specs, Justification Letter and Bid Tabulation, advertisement, etc.

Visible Internally only: [ | Kgep this attachment internal

(9) Select the OK button to return the file to the Notes and Attachment display.

Add Attachment

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: |Cr\Users\cg539448\Deskto| Browse...
Description: |Bid Tabulation Form |

Assign To: * ﬂ

Visible Internally only: [ "] Keep this attachment internal

(10) The system will display the added document to the table below

Overview =~ Header @ ltems - Notes and Attachments ‘ Conditions = Authorization = Approval =~ Tracking

w Notes

Assigned To  Category Text Preview

w Attachments

Add Attachment || Edit Description || Versioning 4 || Delete || Create Qualification Profile

Assigned To Category Description File Name Version Frocessor  Visible
Document Header Standard Attachment Bid Tabulation Form  INO77490_Transparency Website Issue.msg 1 []

(11) Once all the information is entered click OK.

Revised July 1, 2015
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Step Five: Release for Approval

(1) Once all required information has been entered, select Release to send the contract
through approval.

(2) Approvals can be displayed by selecting the Approval tab.

S
Autnorization § *  Approval Tracking

—
Header Approval Note

3) The Commodity Oversight Approvers are required to approve all P1 Requests.

Querview Heater ltems Notes and Aftachments Condftions Authorization Approval Tracking

Current Staius: Actve Header Approval Note
Current Process Step:  SRM Contract Approval

Currently Processed By: David Cranford, William Beard

Approval Process Data: Download 2s XL

Fallow Up: Work ftem to Requester at Process End

Header fem

Header Approval Status

Settings

Sequence  Process Step Status Processor Determination Processor Received On  Processed On  Forwarded By
« DM SRMContractApproval Open (No Decision Made) CTR Commodiy Oversight 1 Approval D2V CranfordWilam Beaid  05/28/2014 14:54:43

Revised July 1, 2015
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How to Modify a P1 Contract

A P1 may need to be modified for any number of reasons such as appropriate attachments were not attached.

(1) To edit a released contract for modifications, search for the contract and select the Edit button to make
the necessary changes.

Display Cntr/Oversight Appr 8800001180

Contract Number 8800001180 (Change Version)

Smart Number 1130-14-C-SOLC-00302

it 5] [ fopy | chece [ Fiesh] [Send Er] [Pt revew] [ St

Overview Header tems. Notes and Attachments Conditions Authoriz
General Header Data
Contract Number: 8800001180 c
¢
Supplier: * 3100000016 | DREAM INC
Valid From / To: * 04/30/2014 | - [04/29/2015 i
Purchasing Organization: * | State of Mississippi - Purchasing :
B

Purchasing Group: * DFA GEN PURCH
w ltems
Select « || Add liem . || Exercise Option |[ Copy |[ Paste |[ Duplicate

Show Members

Delete |[ Assign Distr

Line Number ftem Category Option Type Item Number Product D Product Gategory Des

1 Normal

1

auto

(2) The system will require the Buyer to enter a Header Reason code, Modification Type and Modification

Description.

(3) There are three different reasons to select when modifying a contract. The system will require a reason
for the changes by displaying hard error messages:

a) Internal Modification: A modification that does not affect the terms and conditions of the contract
(i.e. Adding an internal note)

b) External Modification: A change that affects the terms and conditions (i.e. change of price,

adding an attachment, change of validity dates).

c) Oversight (Emergency/Catastrophic): Not applicable: does not apply to P1 Requests

(4) Select Header tab and select a reason code (ex. Used “External Modification”)

Change Cntr/Oversight Appr 8800001170

Contract Humber 8800001170 (Change Version)

Smart Number 1130-14-C-SOLC-00301 Con

[Reteass | Save | [Chack] [ Lock] [ Cioss Cortract | [Frint Pravew] [Export.

Overview /I Header I tems | Notes and Attachments |

Conditions ~  Authorization

Basic Data CoEmon Ex’\ange Rate Thresholds

Distribution Notes and Attachments C

~ Basic

Identification

Contract Number

Contract Name:

Contract Type:

Basic Contract:
Confidential:

Reason Code: *

Distribute Contract to Catalo
Organization

Purchasing Organization: *
Purchasing Group: *

FM Posting Date: *

Dates

Valid From / To:

Alert Expiration:

Contract price lock:
Selective Release Status:

8800001170

[1130-14-C-SOLC-00301

Cntr/Oversight Appr
O

Mot Confidential |~
——

Internal Modification
Extemal Modification
Oversight (Emergency/Catastrophic)

DFA OVSIGHT OPTFM

how Members

04/28/2014

[04/28/2014 @] - [04/27/2015  [m@

[ 90| payts)
(m]

Standard Processing
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(5) Select External Modification and the system will update the Smart Number to a new version.

Change Cntr/Oversight Appr 8800001170

Contract Number 8800001170 (Change Version) Smart Number 1130-14-C-SOLC-00301-V001

1B The Madification Type on the Additional Information tab is required - Display Help
1 Modification Description on the Additional Information tab is required - Display Help

Rezd Onl Export

Overview .~ Header tems | Motes and Attachments | Conditions | Authorization

Basic Data = Condition = Exchange Rate Thresholds ' Distribution ' Notes and Attachments =

¥ Basic
Identification

Contract Number: 5500001170

Contract Name: ‘113ﬂ—1ArCrSOLC—ﬂU3ﬂ1—VUU1

Contract Type: CntrfOversight Appr

Basic Contract: a

Confidential: labCaaideatal T2l

Reason Code: = | |
Distribute Contract to s

Organization

Purchasing Organization: *  [State of Mississippi - Purchasing
Purchasing Group: * DFA OVSIGHT OPTFM

FM Posting Date: * 04/28/2014

Show Members

Dates

Valid From / To: = 04/28/2014 - (0412712015
Alert Expiration: Day(s)

Contract price lock: ]

Selective Release Status: | Standard Pracessing

(6) Depending on the reason code the Smart Number may or may not change. The diagram below shows

the reason for modifying the contract as external, note the smart number now includes a version

number of (v001). This number will increase every time the contract modification reason is “External”.

Change Cntr/Oversight

Contract Number 8800001170 {Change Version)

Appr 8800001170
I Smart Number 1130-14-C-SOLC-00301-V001 I

i The Modification Type on the Additional Information tab is required ~ Display Help
B Modification Description on the Additional Information tab is required ~ Display Help

Read Only

Release Check Close Contract || Print Preview Exﬁurt

Overview .~ Header ltems | MNotes and Attachments | Conditions ©  Authorization

| Basic Data = Condition | Exchange Rate Thresholds | Distribution = MNotes and Attachments = C

v Basic
Identification
Contract Number:
Contract Name:
Contract Type:
Basic Contract:
Confidential-

Reason Code:

Distribute Contract to Catalog™e

Organization

Purchasing Organization: *

Purchasing Group: =
FM Posting Date: *

Dates
Valid From / To: *

Alert Expiration:

Contract price lack:

Selective Release Status:

8800001170
[1130-14-C-S0OLC-00301-V001

Cntr/Oversight Appr
O
Not Confidential __~

|State of Mississippi - Purchasing [l

[DFA OVSIGHT OPTFM [] Show Members
(04282014 @) - [0ar27/2015 @

Day(s)

O

Standard Processing
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(7) If Internal Modification is selected, the Smart Number does not update.

Change Cntr/Oversight Appr 8800001170

‘Contract Number 8800001170 (Change Version) Smart Humber 1130-14-C-50LC-00301 Cor

@ The Modification Type on the Additional Information tab is required - Display Help
@ Wodification Description on the Additional Information tab is required - Display Help

Export

Overview .~ Header Items = MNotes and Attachments | Conditions | Authorization

‘ Basic Data | Gondition | Rate Th | D | Notes and | €
w Basic
Identification
Contract Number: 8800001170
Contract Name: [1130-14-C-SOLC-00301
Contract Type: Cntr/Oversight Appr
Basic Contract: O
Confidential
Reason Gode: * rtemar Modincation B 1

Distribute Contract to Catalog”

Organization
Purchasing Organization: *  [State of i - Purchasing &

‘DFA OVSIGHT OPTFM

Purchasing Group: * [E7] Shaw Members

FM Posting Date: * 04/28/2014

Dates

Valid From / To: * [04/28/2014  [@ - (0472772015 ||
Alert Expiration: Day(s)

Contract price lock: (m]

Selective Release Status Standard Processing

(8) Make the necessary modification such as attach documents etc.

(9) Select the sub tab Additional Information tab from the Header tab to provide additional reason. On
the Modification Type field, a dropdown will display for a reason to be selected. In Modification
Description field, enter a reason.

Overview I Header I Items Notes and Attachments Conditions Authorization Approval Jracking

Basic Data Condition Exchange Rate Thresholds Distribution Notes and Attachments ‘Output I Additional Information I Payment At

¥ Additional Information

General Contract Attributes

Reference Contract Number: |:|
Request Type: * [Foproval Fequest [+
Contract Category: * OPTFM-P1 -

Service Type: *

P-Card:

EQUIPMENT INSPECTORS

Yes @ No

Contract Performance Location: * |MULTIPLE LOCATIOI ﬂ

Modification Type: *

Modification Description: *

—
CORRECTION -

ndor Congressional District.

[oversight Approval:

[Enter a free text for reason|

pocument Builder Doc Type:

Agency / Board Approval
A

L Qoncd

| —

Total Renewals:

L 1

No (® Yes

ZNT oPT if]

L

(10) Select the Check button to make sure there are no errors displayed. If there are none, select the

Release button trigger approval through workflow the same approval chain.

Revised July 1, 2015

29



How to Modify a Rejected P1

1. Navigate to the Universal Worklist.

¥ LS - -
L H [ |:: Mississippd Accountability System for Government

Heon Wkw Help

Home P roaC:n reme: it G ke @1 applcaions W nthy Marageme it
Cwarvlay e rzal okt ide ity Masagement

Home = e ks

2. Click on the applicable contract link to open the document.

Oveniew  Universal Worklist 1dentty anagement

(E Cannot connectto the prowider Delails

[l et ks Semeis | Tasng

Shou: Newand i Progress Tasts (414 ) [Seectaumien_ v|Al v Credle Task 4748
Ty Subject || Fuom SentDale Prioriy : § |DueDae Status 5
-I Decision {Agjust Confrac Number 8300001242 I ROBERT FULCHER Yesterday Megium ew

‘Aceept Decision  Adiust Purchiase order Number 4000002633 ROBERT FULCHER Julzz, 2004 Medium lew
] Approve Coniract Number 8300001233 Bobby Roach Jul3, 204 Medium New
] Resise Shopping Cait 1000003051 wih Value 5500.00 USD ROBERT FULCHER B2, mé Megium ew
] Reise Chanqe version of contract Number 8800000411 ROBERT FULCHER Juld, 2014 Medium lew
] Resise Contract Number 8800001185 ROBERT FULCHER Jun 24,2044 Medium lew
] Approve fhe Chianges to Supplier 3102000032 DBA Sharedha PreProd Workflow System Junt3, 2014 Medium Hew
] ‘Aceept Dedision  Adiust Purchase order Number 4000002470 ROBERT FULCHER Jund, 204 Medium lew
] Aoprove Coniract Number 8200014035 USEREAD.cr=vemon campbel.ou=users,ou=dfa,ou=agencies, dc=ead dc=pre May 20, 2014 Medium lew
] AInnrma Mhanna usreinn of ranirar Miimhar 290004 2RRN Wirhaal Tanart Uau 7 044 Madinm Maw =

3. Click the Edit button.

Accept / Proceed Cntr/Oversight Appr 8800001242

Contract Number 8800001242 Smart Number 1711-14-C-S0LC-00002 Contract Type Cntr/Oversight Appr Status Awaiting Approval Supplier 3100024321
e |

[Close | | | Release |[ Save [ Edit || Check | [Accept | [ Print Preview | [ Delete |
=)

//ﬁ' Header } ltems } Noles and Attachments ©  Conditions } Authorization Approval ¥ Tracking

4. An Additional Information message will appear; Click OK.
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The document proval
Any document changes may lsad to an adaptation of
the workflow process

5. Make the necessary changes to the contract and click Proceed.
- Once Proceed is selected, the P1 will be released for approval.

) ] ] i o

General Header Data
Contract Number. 8300001242 1711-14-C-50LC-00002
10463 RobertFulcher

Supplier: * u COMPUTER PROJECTS OF ILINC

Tt e ey
Valid From /To: * 04152014 [ - 12312017 [

ReleaseValie: | 000|usD
Purchasing Organization: * |State of Mississippi - Purchasing 0]

Basic Contract: 0
F i = PSP Gen Purch u Show Wembers

[0 St | dtem.] 01 o et el i Disvion |

Revised July 1, 2015

31



How to Create an Open Purchase Order P1 Request (State Agencies ONLY)

How to Create an Exemption P1 Request from procuring State Contract Items (State
Agencies ONLY)

Start the transaction using the menu path or transaction code.

1. Using your User-ID and Password Log into MAGIC:
https://portal.magic.ms.gov

I |

E i e Having password problems? Please
dickon this [k for help...
Y
/7 isspishopotit et Grenver ek
|

1
J
5
L 7
PN User™ |
Password *
Log On
MAGIC is the Mississippi Accountability System
for Government Information and Collaboration
initiative,

If you need access or additional information,
please go to the hitp/ms.govimagic website.

2. Select Procurement icon from the home page options.

L 8] . .
T3 H I |—-. Mississippi Accountability System for Gove
\ o ]

Heong wiew Hep

Wi :
Home Procaremet Gene @l applications Kk ity Mawagemest
Carylawy Uk rzal okl t e ity Marageme nt

Home = Ouemnkew

3. Select Procurement Work Center

History  Wiew Help
E ey =
Hame Procurement General Applications |dentity Management

Procurement Work Center I Reports  SUS Administration
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Select Purchase Order Type

Select the type of purchase order that you want to create.

Purchase Order Type Purchase Order Type Description Partner Grouping Schema
EMER Emergency PO -
PO General PO -

4. Click |:[to select Sole Source PO.

5 ciox [ Start.

Create Purchase Order

P b (e Naatilebi JASSS0LELY Puanihaie Daer Tis Dol St 06 PO s B Pr4aS. Bl aiats] Dt 21NN Tl Vg D246 ) 2 B2 LRD TPt Nl

(Dot | [ S| [ | [ | | [t Prwvimrw | | [imt | [t ) [t | [Pt | [ Siyatie i Soemtins | | Cromatin Wiy St |

‘Geners Hesdar Duta Vo b Sacier
— SIATIY Gl NREI 18T

[ St Mg i i ’
P (e mar | HE00000041 ] [
p— -
presm— | I . |
Ergant | I -
Lacafion:

. v w8 T 258 18D T -
. | Watend 8 B0 a0e 150 DT -
w4 T 288 VD A =
watew v 0 B0 208 S0 T -
Wateral = 1] 408 ush L] (1] -
. | e b a6 D i am -

Il

al : I il

6. Asrequired, complete/review the following fields:

Create Purchase Order
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Puidhais (Haer Namlei $200000LT i L] Ansts B Precdas Cujal it et 201001 Ttal Vakas porea) 2 05 15D ATl il

[Oeter | [Savw | [0 | [Cioma | | [t Powvmrw | | [Chmect | [t ) [import | [Pt | | Siyatis i Somion | | Cromatn Wamory Soapnio |

7. Click [Addtema]

Create Purchase Order

P b (e Naatilebi JASSS0LELY Puanihaie Daer Tis Dol St 06 PO s B Pr4aS. Bl aiats] Dt 21NN Tl Vg D246 ) 2 B2 LRD TPt Nl

(Dot | [ S| [ | [ | | [t Prwvimrw | | [imt | [t ) [t | [Pt | [ Siyatie i Soemtins | | Cromatin Wiy St |

8. Click Add Limit ftem

B The limit item can also be used for Blanket POs to set aside a specified amount of funds for a period of time.

Add Limit Iltem

Revised July 1, 2015
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Add Limit ltem =1 E3

|
ftem Number: " |
Configurable ttem Number: | |
Description: | |
Product Category: | [m)
Required: [Between [w|[01:21/2014 [ - [idl
Value Limit: | 0.00|(USD | [] Unlimited
Expected value: | 0.00|/usD |
Tax Code: ]
~ Add to tem Overview || Cancel |

9. Asrequired, complete/review the following fields:

Add Limit Item
Add Limit ltem =1 E3
wBse O
ftem Number: " |
Configurable tem Number: | |
Description: |Auto Repair Parts| |
Product Category: | [m]
Required: Between [w| (01212014 [[T]-| [
Value Limit: | 0.00/ usD | [ Uniimited
Expected value: | 0.00|/USD |
Tax Code: I:I
— Add to tem Overview || Cancel | -

10. click ﬁlto search for the Product Category.
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Search Product Category
Search Product Category E m

Display As: | Higrarchy | - |

Mote: Placeholder search with * iz possible. Search ignores upper/owercaze spelling.
Product Category ID: Il |

De=scription: | |
Logical System: | ||
[+ Restrict Number of Value List Entries

| Start Search || Reset |

Cancel

11. As required, complete/review the following fields:

Search Product Category =E
Display As: [Hierarchy =]
Mote: Placeholder search with * is po=ssible. Search ignores upperflowercase spelling.
Product Category ID: [ |
Description [*auto™ |
Logical System: | 7]
[» Restrict Mumber of Walue List Entries. 500
Item Detail 0 Unsaved data will be lost
Expand All Collapse Al
Description Categonry I Logical System [=]
* Material Group Logical System for ... R3IMATCLASSREACL n
»  Ajr Equip,Parts, Supp 03500
~ Auto-acc busesfiruck 05500
| = Auto-airbagsfauto 05502 TEACLNT100
= = Awuto-air condn parts 05504 TEACLNT100
= Auto-security dev 05505 TEACLNT100
T =  Auto-Auto top carr 05506 TEACLNT100
I = Awuto-beltsschild rst 05508 TEACLNT100
: = Awuto-Brake Adj 05510 TEACLNT100
= Auto-bug screen 05511 TEACLNT100
I = Auto-camera 05512 TEACLMT100
: = Awuto-car seats 05513 TEACLNT100
= = Auto- chains& trac 05515 TEACLMT100
= Awuto-consoles/police 05516 TEACLNT100
: = Auto - cnsl access 05517 TEACLNT100 n
Cancel
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13.

Click * Auto-air condn parts

Search Product Category

Search Product Category

Dizplay As:

Description:

Logical System:

Product Category ID:

F Restrict Humber of Walue List Entries

| Start Search || Reset |

Item Detail 0 Unsaved data will be lost

| Higrarchy

[~

Mote: Placeholder search with * is possible. Search ignores upperflowercase spelling.

|*aut|:|‘

(m]

Description

¥ Material Group Logical System for ...
¥ Air Eguip,Parts, Supp

* Auto-acc busesitruck

Auto-airbagsiauto

Auto-air condn parts

14. ciick [oK],

Add Limit Item

Auto-security dev
Auto-Auto top carr
Auto-beltsichild rst
Auto-Brake Adj
Auto-bug screen
Auto-camera
Auto-car zeats
Auto- chainsd trac
Auto-consoles/police

Auto - cnsl access

Category I
RIMATCLASSREACL...
03500

05500

05502

: 05504

05505
05506
05508
05510
05511
05512
05513
05515
05516
05517

Expand All Collapse All

Logical System n

TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100
TEACLNT100 n

@ Cancel
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Add Limit ltem =1 E3

e i
ltem Number: [1 |
Configurable ttem Number: | |
Description: |Auto Repair Parts |
Product Category: |115diﬂ4 |I:|| Auto-gir condn parts
Required: \Between | w|[01212014  [[F]-| [i]
Value Limit: | 0.00| USD | [ Uniimited
Expected value: | 0.00||usp |
Tax Code: [ ]
— Add to kem Overview | | Cancel | e
15. Click Required: El
Add Limit Item
Add Limit tem =1E3
wese O
ttem Humber: [1 |
Configurable ttem Number: | |
Description: |Auto Repair Parts |
Product Category: | D504 |I:|| Auto-air condn parts
Required: Between |w|[0121/2014 |- | 1]
Between
Value Limit: on 0.00/[USD | [ uniimited
Bt oo From 0.00/|usD |
Tax Code: I:I

Add to kem Overview || Cancel |

16. ciick on
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Add Limit Item

Add Limit ltem ) x|
ttem Number: |1 |
Configurable ttem Number: | |
Description: | Auto Repair Parts |
Product Category: 05504 (7| Auto-air condn parts
Required: m | > | 0112112014 |E|
Value Limit: | 0.00| (USD | [] Uniimited
Expected value: | . I}I}| |U5D |
Tax Code: I:I
~" [Addtofiem Overview | [ Cancel| .:

17. click @to view the calendar.
Add Limit Item

Add Limit tem

wease e ez v
Mo Tu We Th Fr Sa Su
ftem Number. [ f4(a00311 2|3 4|5
CunﬁguratﬂeltemNumber:l 2 &8 ¥ &8 5 10 11 12
313 14 15 18 17 18 19
Description: |Auto Repair Part) 4 20 22 23|24 |25 26
§ 27 28 29 30 3 1 2
s Dot g pspe 6 3|4 5|6|7|8 9
Required: |On | w| (0112172014 |E|
Value Limit: | 0.00/(USD | [] Uniimited
Expected value: | D-DD”USD |

Tax Code: I:I

Add to tem Overview || Cancel |

18. click 3.
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Add Limit Item

Add Limit Hem =1 E3
ltem Mumber: [1 |
Configurable ttem Number: | |
Description: | Auto Repair Parts |
Product Category: 05504 |7 Auto-air condn parts
Required: Jo1/312201 4 [1s
Value Limit: | 0.00/(USD | [] Uniimited
Expected value: | I}-[H}| |U5D |
Tax Code: I:I
-~ [Addto tomOverview |[ Cancal] ::

19. As required, complete/review the following fields:

Field
Value Limit:
Add Limit Item
Add Limit Hem =1 E3
ttern Humber: |1 |
Configurable ftem Number: | |
Description: | Aute Repair Parts |
Product Category: 05504 (7| Auto-air condn parts
Required: [on [+ 01312014 [
Value Limit: | 750.00( (USD | [ Uniimited
Expected value: | 0.00||UsD |
Tax Code: I:I
" [Aodwtemoveriew] [Cancel| .:

20. Click | Add to tem Overview .

Revised July 1, 2015
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Create Purchase Order

Smant Muber SHAIN) 121N 108
[ Smant Mmter  Dtarnat
Parchase Orser Master (4600000041
P | I - |
Boener * (I . T
Becoest * CE T «
Locamen: [0 e ey 4 ATuRSTEATON
Pechaung Orgaciaton. * [Swte ot Umsancer - Prchases ]

SEDUI W SR S S TP

+

. oo 0

w8
0 e v 8
- s
Watwwl v O
Totst Vatse (hee)
Total Valoe (Grons)

(O] [Sove] [Chne] | [FiokProvinm ] | [ ook (€] [Soport) [Pork] Syoem wibrmton | Croete emory Seagusct |

21. click uto search for a supplier.
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Supplier: All Values

Business partner:
Search term 1:
Search term 2.
Mame 1/last name:
Mame 2/First name:
E-Mail Address:
DUNS:

Creditor:

Logical System:
Industry sector:
PCard co..

Purch. Organization:
Purch. Org. ID:
Country Key:
Region:

Postal Code:

City:

Strest:

Building Code:

| = Hide Fitter Criteria

oL ]

@ |

@ |

Settings

@ |

|

=| [ STATE OF MISSISSIPPI - PURCHASING |

= o 10000000

o[ ]
o[ ]
o[ ]

|

|

@ |

[+ Restrict Number of Value List Entries To

| Start Search || Resst |

L4 44000880 N0 s

More Search Helpcs:|5u pplier

_;

22. Asrequired, complete/review the following fields:

Field

Name 1/last name:

Revised July 1, 2015
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Supplier: All Values

Business partner:
Search term 1:
Search term 2.
Mame 1/last name:
Mame 2/First name:
E-Mail Address:
DUNS:

Creditor:

Logical System:
Industry sector:
PCard co..

Purch. Organization:
Purch. Org. ID:
Country Key:
Region:

Postal Code:

City:

Strest:

Building Code:

| = Hide Fitter Criteria

oL ]

@ |

@ |

Settings

o |*autu‘

=| [ STATE OF MISSISSIPPI - PURCHASING |

= o 10000000

o[ ]
o[ ]
o[ ]

|

|

@ |

[+ Restrict Number of Value List Entries To

| Start Search || Reset |

L4 44000880 N0 s

More Search Helpcs:|5u pplier

23. CIiCkE Start Search

_;
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Supplier: All Values

=B
s Uinnt a2 o —
Mamw 38 name L
Ldisl Addoan. g
DU o L
Cressor < L
Loges Syatem. a | 4
Py pecime = ] B
Foardee & L
Butrn (4 W [=Ta7E o PIGCRALHG | B
Pargh Qo - e L
Coumtry oy @ 4
Euagmn & L
e Dot - L
oty ] -
Sapat ] Br
Bisiting Coss & =3
¥ Feirici Mumber of Wakes Lt nires Ta w0
Cma) ]
Bt . Reme LT Comprdry Qrgon Prlel Dode iy el Babdrg  Purch Orgarassios
ANEO00MEE  ROOS CLINTOM AUTD SISVLY O s un T -1 0 LT BV STATE OF UESSEEPT - PECSASNG
| IMERORIND | ORELLY AUTOUTIVE STOSES R s 6 LA D SRR S PATTIRSON STATE OF MESSGEIT! - PECSALNG
| JmomeRAN  CTELY AUTCUOTL RO 1 Ul R T STATE OF UERRSAPP . AECASHS
ABOTERAEE ORI ALTOU TR hal wh us e FLAR, TR ' B3 LAY STATY OF WERERSNPF - PuBCmA S8
| AngResIM ORILLY AUTCUNTRY R wh us ralad Oy Pl DI AAAR] %7 STATY OF WERERSPT - PuBCmA S8
| INURLSINY  AUTCRONT USARSPRIMG L) ™ e U LR STAT] OF MERERSPR . PURCRASIG
ATozoRE s un waL L] VT DELANASE STATE OF UESSEEIT . RECSALNG
TR A COPORATIN s un I HATTESBURG 085 ETTH AWENUE SUTE B STATE OF UESSEAIT - ECSASNG
arg SowTh Haipn. Sapple - =
. .
[] [amcai]

24. Click  to select the supplier.
Supplier: All Values

L

vt rame (I8 L u
N P e =
Baeappeas i
T @ L]
e @ L
e Fpaem ] e | (-]
maay b =] &
Fow ca & L4
r— ) [5TaT oF PoEalmh S ]
Peth Orp O ) [0 1omemm =
iy Karp o ] =
i & =3
P ot @ L
iy @ L
- @ 8
Polang e L

o B Mbead 1 i List b B3 b

s 3 Cowmiry  Fagon  Poaliess iy e Buing . Purch epieaos
S us i LT 30 CUNTON BV STATE OF MERSGHPP « RIRCRASNG
L] L A el fra el He S PATRTRECH STATE OF WRLfAP . PofalmA Sl
v ua 1T ST Lo STATE OF WESESIT - RROSASHG
L] uz e PEARL 70 MR 80 LAST STATE OF MESSESIT - PUROSASIG
w ug wan D] 1400 DELAWARE AT STATE OF WESELI . RACSASNG
] v ™ e urune STATE OF WESELIT - RROmASNG
AWOOSANE  AUTOEONE USSR B C s 4 uCooen 13T DOLAMWARS STATE OF MERSSHPR . PUSCRASIG
AMOUOEIN0  TRCWAL ASTIMATION COSPORATIN s us M HATTESIEG 085 TTTH AVTMAL ST D STATY OF MERSGPP « PARCRASIG
. | "
r—— Bradeon|
| s nptvosa

25. Click [Oke.
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Create Purchase Order

Smant Maber Ay AR | &
[ Smant Mmter  Dtarnat

P ST — - TTCY 0 S T

P (58T ey tansere

Pecoest * [ass8a ) marr Sy

Locamen: [0 e ey 4 ATuRSTEATON

Pchasng Orguncation * (Site ol iinsascei brihasey Tl

®
o | ° B
{ | ° ®
ol ' | s B
v~ 6 | . 3 | ‘
ewew 8 | eme D ¢ | i
ew ~ & 2000 s T} 1
[Se— T 90020 o uij ] | ;
| . Vatat - 0 5000 20093 ¢ e
Totat Vakse (e
Totl Vatse (Grons) g
[Codwr] [Zow][Con]  [PriProvwm | | [Shach | [Exgen] [mport] [P | [Sywinm whivmsion | [ Sromie Wamory Seagunct |
Rrrrvertery — - .
26. click -
Create Purchase Order
> Cha 1 o o am i 1 E
. ) ) o oo
. e v 8 | f T | 1
. ] = T I | |
. aew v § | o ¢ aw

Tonal Wakse fien

al
27. Click | Account Assigament.
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Create Purchase Order
| Orec || Save || Cooe | | | PrmtPreveem | | | Coack || Expen || mport | P || Systam tormasion || Crowts Memry Snagenct | -

| Bern Detad
C—

| (atheew] | (o] {Eaper] [Sort] (Ao [Syen Simasin | Gk mery Ssupoie .
gpf=—ts— = S e —] o]

28. As required, complete/review the following fields:

Field R/O/C

Assign Number / 0001 Required

Create Purchase Order
 Pchane Order Mambar MSOSOUSA!  Purchase Order Type Soe Sowrce 0 Ssha kPocess  GocumestOute SUTIGIN  TotuVae (Goee) 00U SmarMamber  Suppler GSULLY ACTUOTL SIS NG *

e R

[ e exachy cne parnar of type Invoce Recent |
2 e amachmmnts found tor 1O The s yve you | oy roqure.

(Gt [ S| [Gone | | [Foviimevew | | [Goa] ---

ha sowe ]

v ’ . u |

o sass = . |

= 2000 B ® i3 |
B 0000 [ 08 |

. o

| =
woheviw | RetdDiomess | Cobwy |, O
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Create Purchase Order

[ 7] Smart Numer is External Total Vialoe (Net) [ T7s0oluso
Purchase Order Number: 4000000771 | Total Vakue (Gross) L Twjuso
Tax Vake: C 0.00! USD
General ! ')
S oo et [ 000} uso [ Calcult
Organization Service and Delivery
Purchasing Organization: |State of ppi- A 3 o

Purchasing Group: [DFA GEN PURCH ] show Menbers Document Date:

[ Datais || Add . | Sond E-tal | Cot | Coar |

|+ Requester 45824 Sheary Beonght

| = Suppher 3102000143 QRELLY AUTQUOTIVE STORES NG
| Service Agent | !

|| = Goods Recpient g4 Sheqy Seongh)

|+ ShipToAddress 285 SeMg

|+ mvoice Recgent | |

L * Lecaton 8 | M5 DEPT FINANCE & ADMPSSTEATION

Order | [Save | [Ciose | | [PrintPreview | | [Check | [Export | [Import | [Park ] [ System information | [ Create Wemery S

)

"

30. Click Number / Invoice Recipient field
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Create Purchase Order

[ Smart Number is External Total Valoe (Net): [ T7e000|uso =
Purchase Order Number: 4000000771 | Total Vatue (Gross) _ T00usD
T S — T Ly
PchaneOrsr Troe e — s —
Coteg Amoust ( 9.00] uso | Calcutet

Ocder | [Save | [Ciose | | [PritPreview | | [Check | [Expeet | [mwort | [Pack | [ System iformetion | [ Create Wemory Saapshot |
. |

31. Click uto search for the invoice recipient.
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Business Partner Number: All Values

Business Partner Number: All Values E ﬂ

Business partner:
Search term 1:
Search term 2:
Mame 1/last name:
Mame 2/First name:
DUNS:

clo:

Postal Code:

City:

Diztrict:

Street:

Building Code:
Floor:

Room Number:
Country Key:

Region:

| = Hide: Filter Criteria

oL ]

v

¢ |

Settings

@ |

¢ |

o[ ]

o

o[ ]

@ |

< |

(m)

< |

2|

o[ ]
oL ]
o[ |
oL |

[+] Restrict Number of Value List Entries To

| Start Search || Reset |

L4488 8 s g n o n

Cancel

32. Asrequired, complete/review the following fields:

Field

clo:
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Business Partner Number: All Values

Business Partner Number: All Values E ﬂ

| = Hide: Filter Criteria Settings

Business partner: & |:|

Search term 1:

&

Search term 2:

Mame 1/last name:

Mame 2/First name:

DUNS:

clo:

Postal Code:
City:
Diiztrict:

(m)

Sireet:

Building Code:

Floor:

Room Mumber:

(ORI IS B B B O I - I

Country Key:

L4488 8 s g n o n

ﬁ

Region:

[+] Restrict Number of Value List Entries To

| Start Search || Reset |

Cancel

33. Click [ Start Seareh
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Business Partner Number: All Values

Business Fariner Bamber: Al Values
I'r Hisde: Filler Cribena

Buaness pariner, ' |
Search berm 1

Search berm 2

Wame 1A8%] AlE

Hame 2iFrst name:

CAINS:

11307

g
GO OO OO0 O OFOe e oG

[+ Radrict Humber of Valus List Entries To | e

[SarSarch ] Resai]
Hama of Org a4 Coustry  Poatsl Cocw
| Souis s 05

34.

Business Partner Number: All Values

Business Fariner Bamber: Al Values
I'r Hisde: Filler Cribena

Buaness pariner, ' |
Search berm 1

Search berm 2

Wame 1A8%] AlE

Hame 2iFrst name:

CAINS:

11307

g
GO OO OO0 O OFOe e oG

[+ Radrict Humber of Valus List Entries To | e

(St Search] [Resat]
Hars of Org & Counsry
s

[] sous

Ll

Prilal Coe
b

35. Click K]

L9032 D DD

L9032 D DD

JRCEE0N

Strest
PO BOX 287

Click Jto select the invoice recipient address.

PO PO 287

Revised July 1, 2015

51



Create Purchase Order

[] Smart Number is External Total Valoe (Net) [ 7%00|uso E
Purchese Order Number: 4000000771 | Total Vabse (Gross) 790.00] UsD
: [ ool
Cormesgondung Novaton Purchase Ordee | Tax Vobs: [jg 0.00| USD
e Pricing Arrsngement
Purchase Order Type: G PO ]
G o Coling Amount [ 0.00] uso [ Cakulst
Ormmiieon Service and Delivery
Purchasing Crganizaton: |State of Nasssppi - P " s )] na
Purchasing Group: [OF A GEN PURCH ] show Menbers Docement Dote: [orzezot |
FM Postng Date: * [ozaz0n4 |
Postng Perod * fﬁff"—}
Comyntment Documents: Dacly
Closeout Status: (None i
Parkea o
Canceled: &

P —

Order | [Save | [Ciose | | [PrictPreview | | [CheeK] [Export | [Import | [Park ] [ System information | [ Create Memeory Saspshot | =
R — =M e = g : - ¢ | 53

36. Click [ Check]

Create Purchase Order

Y — -
& found %o 90 The By you Mave sencind may requre 30 atachoent -

| (Shact] (e () (o [ Brsmmimeien ] (e

Sl i e wed SEA0A I

47
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37. Click Motes and Aftachments

(1) A small window will display; select the Browse... button to select a document from your computer.

Add Attachment =B
Here you can upload an attachment. You have to assign it to eit] general data or to an item
File: [CilUsers\cg529448\Desktd | Browse. . |
Description: Bid Tabulation Form
Assign To. * General Data_|v|
Visible Internally only: ["] Keep this attachment internal

(2) Enter a description of the document to be added.

Add Attachment O] x]

Here you can upload an attachment. You have to assign it to either the document general data or to an item

[C:\Wsers\ca5394481Des|
I-?:scription: [P1 Request to Purchase
Assign To: * General Data | w»
Visible Internally only: T Keep this attachment internal

(3) Documents must be marked internal or external and must be in compliance with MS Code 27-104-155.
NOTE, if the box is unchecked, it will be visible to the public for Transparency requirement.

a. Continue to select the Add Attachment button to upload all remaining documents such as the
Contract, Bid Specs, Justification Letter and Bid Tabulation, advertisement, etc.

Visible Internally only: | | Keep this attachment internal

Revised July 1, 2015
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(4) Select the OK button to return the file to the Notes and Attachment display.

Add Attachment El m

Here you can upload an attachment. You have to assign it to either the document general data or to an item

File: [C:\Users\cgh39448\Deskto| Browse. |
Description: [Bid Tabulation Form |

Assign To: * (General Data_ [

Visible Internally only: [ Keep this attachment internal

" [oK][Cancel]

(5) The system will display the added document to the table below

- Overview Header ltems Conditions Authorization Approval Tracking
Assigned To  Category Text Preview

| Add Attachment || Edit Description || Versioning « || Delete || Create Qualification Profile |

Ass'gned To Cat@m Descm' tion File Name ‘ersion Processor  Visible I

e e e e e e e e e I N O |

(6) Once all the information is entered click OK.

48. ciick [Cheek
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Create Purchase Order

[ (S ] [Gse] | '

—rya

[ Syvien niomance || Crome Samory Seapanet |

(] () | (i | (o] (] ) ()

49. Click | Order

Dlsplay Purchase Order 4600000041

=

54 70 50053213 01212844 1812w documert mere 0041 et Caen crzened |
(1)) [Prrwiww | | [Bawea] | [Coeck ] [avw my Tanta | [Copy |[Gxmort]| [ Sysimm wiormasion | [ Croate Semory Seapanat | Retes Lisks,

(w2 St ety |

), mh--mwun,-

]G] | [Aenew] | | (e (e Tonis] (opy ) [Gwen) [Brviem itmmasen | [ Gt Memery Seapnst |

50. Click -.
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